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Board of Education
Section: Administration

1631. RESIDENCY REQUIREMENTS FOR PERSONS HOLDING SCHOOL DISTRICT OFFICE,
EMPLOYMENT OR POSITION

Date Created: May, 2012

Date Edited: May, 2012

POLICY

1631- RESIDENCY REQUIREMENTS FOR PERSONS HOLDING SCHOOL DISTRICT OFFICE,
EMPLOYMENT OR POSITION

[See POLICY ALERT No. 196]

Every person holding an office, employment, or position in a school district shall have his or her principal
residence in New Jersey in accordance with the provisions of N.J.S.A. 52:14-7.

For the purpose of this Policy, “school district” means any local or regional school district established
pursuant to Chapter 8 or Chapter 13 of Title 18A of the New Jersey Statutes and any jointure commission,
county vocational school, county special services district, educational services commission, educational
research and demonstration center, environmental education center, and educational information and
resource center.

For the purpose of this Policy, a person may have at most one principal residence and the State of a
person's principal residence means the State where the person spends the majority of his or her nonworking
time, which is most clearly the center of his or her domestic life, and which is designated as his or her legal
address and legal residence for voting. Having a home in New Jersey is not significant enough by itself to
meet the principal residence requirement of the law. The fact that a person is domiciled in New Jersey
shall not by itself satisfy the requirement of principal residency.

A person, regardless of the office, employment, or position, who holds an office, employment, or position
in the school district on September 1, 2011, but does not have his or her principal residence in New Jersey
on September 1, 2011, shall not be subject to this residency requirement of N.J.S.A. 52:14-7 while the
person continues to hold office, employment, or position without a break in public service of greater than
seven days.

A person may request an exemption from the provisions of N.J.S.A. 52:14-7 on the basis of critical need or
hardship. The request shall be made to a five-member committee established in accordance with the
provisions of N.J.S.A. 52:14-7 to consider applications for such exemptions. The decision on whether to
approve an application from any person shall be made by a majority vote of the members of the committee,
and those voting in the affirmative shall so sign the approved application. If the committee fails to act on
an application within thirty days after the receipt thereof, no exemption shall be granted and the residency
requirement of N.J.S.A. 52:14-7 shall be operative.

Any person holding or attempting to hold an office, employment, or position in violation of N.J.S.A. 52:14-
7 shall be considered as illegally holding or attempting to hold the office, employment, or position;
however, the person shall have one year from the time of taking the office, employment, or position to
satisfy the requirement of principal residency. If such person fails to satisfy the requirement of principal
residency as defined in N.J.S.A. 52:14-7 after the 365-day period, that person shall be deemed unqualified
for holding the office, employment, or position. The Superior Court shall, in a civil action in lieu of
prerogative writ, give judgment of ouster against such person, upon the complaint of any officer or citizen
of the State, provided that any such complaint shall be brought within one year of the alleged 365-day
period of failure to have his or her principal residence in this State.
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Notice of the residency requirements as outlined in N.J.S.A. 52:14-7 and this Policy should be provided to
all existing persons holding office, employment, or a position in the school district and to candidates
seeking to hold office, employment, or a position in the school district.

N.J.S.A. 52:14-7

Adopted: 15 May 2012

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3159. TEACHING STAFF MEMBER/SCHOOL DISTRICT REPORTING RESPONSIBILITIES
Date Created: August, 2009
Date Edited: December, 2016

POLICY

3159- TEACHING STAFF MEMBER/SCHOOL DISTRICT REPORTING RESPONSIBILITIES

3159 TEACHING STAFF MEMBER/SCHOOL DISTRICT REPORTING RESPONSIBILITIES

All certificate holders shall report their arrest or indictment for any crime or offense to the Superintendent
of Schools within fourteen calendar days of the arrest or indictment in accordance with the provisions of
N.J.A.C6A:9B-4.3. For purposes of this policy, “certificate holders” shall include all individuals who hold
certificates, credentials, certificates of eligibility (CEs), and certificates of eligibility with advance standing
(CEASSs) issued by the State Board of Examiners. For purposes of this Policy, the term “certificate” shall
include all standard, emergency and provisional certificates, all credentials, and all CEs and CEASs issued
by the State Board of Examiners.

The report submitted to the Superintendent shall include the date of arrest or indictment and charge(s)
lodged against the certificate holder. Such certificate holders shall also report to the Superintendent the
disposition of any charges within seven calendar days of the disposition. Failure to comply with these
reporting requirements may be deemed “just cause” for revocation or suspension of certification pursuant
to N.JJA.C. 6A:9B-4.4. The school district shall make these reporting requirements known to all new
employees upon initial employment and to all employees on an annual basis.

The Superintendent of Schools shall notify the New Jersey State Board of Examiners when:

L. Tenured teaching staff members who are accused of criminal offenses or unbecoming
conduct resign or retire from their positions;

2. Non-tenured teaching staff members, including substitute teachers, who are accused of
criminal offenses or unbecoming conduct resign, retire, or are removed from their positions;

3. A certificate holder fails to maintain any license, certificate, or authorization that is
mandated pursuant to N.J.A.C. 6A:9B for the holder to serve in a position;

4. The Superintendent of Schools becomes aware that a certificate holder has been convicted
of a crime or criminal offense while in the district’s employ; or

5. The Superintendent has received a report from Department of Children and Families
substantiating allegations of abuse or neglect, or establishing ‘“concerns” regarding a
certificated teaching staff member.

In the event the New Jersey State Board of Examiners issues an order to show cause based on the
information that the school district provided about the certificate holder, it shall be the responsibility of the
school district to cooperate with the Board of Examiners in any proceeding arising from the order to show
cause.

The Superintendent of Schools shall also notify the New Jersey State Board of Examiners, in accordance
with the provisions of N.J.S.A. 18A:16-1.3, whenever a non-tenured, certificated employee is dismissed
prior to the end of the school year for just cause as a result of misconduct in office. This notification
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requirement shall not apply in instances where the employee’s contract is not renewed. The Superintendent
of Schools will comply with the additional notice requirements to the New Jersey State Board of
Examiners in the event it is subsequently determined by a disciplinary grievance arbitration, a court, or an
administrative tribunal of competent jurisdiction that the basis for the dismissal did not constitute
misconduct in office. In addition, whenever the Superintendent of Schools notifies the New Jersey State
Board of Examiners of an employee’s dismissal for reasons of misconduct in accordance with the
provisions of N.J.S.A. 18A:16-1.3, the employee shall receive a simultaneous copy of the notifying
correspondence.

N.J.S.A. 18A:16-1.3
N.J.A.C. 6A:9B-4.3; 6A:9B-4.4

Adopted: 15 September 2009

Revised: 20 December 2016

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

POLICY

Board of Education
Section: Teaching Staff Members
3211. CODE OF ETHICS
Date Created: August, 2015
Date Edited: August, 2015

3211- CODE OF ETHICS
3211 CODE OF ETHICS

The Board of Education endorses the code of ethics for professional educators published by the National
Education Association.

Preamble

The educator, believing in the worth and dignity of each human being, recognizes the supreme importance
of the pursuit of truth, devotion to excellence, and the nature of democratic principles. Essential to these
goals is the protection of freedom to learn and to teach and the guarantee of equal educational opportunity
for all. The educator accepts the responsibility to adhere to the highest ethical standards.

The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire for
the respect and confidence of one's colleagues, of students, of parent(s) or legal guardian(s), and of the
members of the community provides the incentive to attain and maintain the highest possible degree of
ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration of all educators
and provides standards by which to judge conduct.

The remedies specified by the NEA and/or its affiliates for the violation of any provision of this Code shall
be exclusive and no such provision shall be enforceable in any form other than one specifically designated
by the NEA or its affiliates.

Principle I -- Commitment to the Student
The educator strives to help each student realize his/her potential as a worthy and effective member of
society. The educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and

understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the educator--

L. Shall not unreasonably restrain the student from independent action in the pursuit of
learning.

2. Shall not unreasonably deny the student access to varying points of view.

3. Shall not deliberately suppress or distort subject matter relevant to the student's progress.

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to
health and safety.

5. Shall not intentionally expose the student to embarrassment or disparagement.
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1.
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Shall not on the basis of race, color, creed, sex, national origin, marital status, political or
religious beliefs, family, social or cultural background, or sexual orientation, unfairly--

a. Exclude any student from participation in any program
b. Deny benefits to any student
C. Grant any advantage to any student

Shall not use professional relationships with students for private advantage.

Shall not disclose information about students obtained in the course of professional service,
unless disclosure serves a compelling professional purpose or is required by law.

Principle II -- Commitment to the Profession

The education profession is vested by the public with a trust and responsibility requiring the highest ideals
of professional service.

In the belief that the quality of the services of the education profession directly influences the nation and its
citizens, the educator shall exert every effort to raise professional standards to promote a climate that
encourages the exercise of professional judgment, to achieve conditions which attract persons worthy of the
trust to careers in education, and to assist in preventing the practice of the profession by unqualified

In fulfillment of the obligation to the profession, the educator--

Shall not in an application for a professional position deliberately make a false statement or
fail to disclose a material fact related to competency and qualifications.

Shall not misrepresent his/her professional qualifications.

Shall not assist entry into the profession of a person known to be unqualified in respect to
character, education, or other relevant attribute.

Shall not knowingly make a false statement concerning the qualifications of a candidate for
a professional position.

Shall not assist a non educator in the unauthorized practice of teaching.

Shall not disclose information about colleagues obtained in the course of professional
service unless disclosure serves a compelling professional purpose or is required by law.

Shall not knowingly make false or malicious statements about a colleague.

Shall not accept any gratuity, gift, or favor that might impair or appear to influence
professional decisions or actions.

Adopted: 25 August 2015

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3216. DRESS AND GROOMING
Date Created: January, 2013
Date Edited: January, 2013

POLICY

3216- DRESS AND GROOMING

3216 DRESS AND GROOMING

The Board of Education believes that the appearance and attire of teaching members are an important
component of the educational program of this school district. The attitude of teaching members about their
professional responsibilities and the importance of education in the lives of their pupils are reflected in their
dress and appearance. Accordingly, in order to create an atmosphere of respect for teachers and an
environment conducive to education, the Board establishes the following rules for the dress of teaching and
support staff members in the performance of their professional duties.

Following are guidelines to appropriate attire:
All staff members shall:
1. Dress in a manner which reflects favorably upon their profession.
Examples of appropriate dress include:

a. Female staff members — dresses, blouses/sweaters and skirts, pant suits, slacks with
blouses/sweaters.

b. Male staff members— suits, slacks with jackets, shirts with collars, shirts with collars and
ties, turtleneck shirts, sweaters, and dress shoes.

Inappropriate attire within the regular school day includes, but is not limited to, the following:

Blue jeans (appropriate for dress-down/school color days);

Tank tops;

T-shirts (appropriate for dress-down/school color days);

Strapless attire;

Short skirts;

Shorts (“Shorts” shall mean Bermudas, cutoffs, hot pants, culottes that look like shorts, or

athletic shorts). Shorts may be considered acceptable attire for physical education teachers or

when deemed appropriate for grade level/activity, as determined by the Building Principal;

7.  Sweatshirts/sweat pants or warm-up outfits;

8. Sneakers, beach type flip-flops, (appropriate for dress-down/school color days or when
deemed appropriate for grade level/activity, as determined by the Building Principal);

9.  Torn or sheared clothing.

A

The above list is not meant to be all-inclusive, but is intended to provide guidelines to the
district staff. Any employee who has questions or concerns regarding the dress code should contact his/her
Building Principal.

Physical education teachers may wear warm-up suits, tee shirts, golf style shorts or khakis and sneakers
with socks. They may not wear tank tops. The wearing of smocks or other similar attire by teachers in the
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performance of their duties in specialized subject areas, such as industrial arts, home economics, science
and art, shall not be deemed a violation of this code.

An employee violating the Dress Code will be issued a verbal warning by the Building
Principal. Thereafter, a Letter of Reprimand will be issued, with a copy placed in the
employee’s personnel file. Upon the third Letter of Reprimand, the Superintendent of
Schools may recommend appropriate disciplinary action to the Board. Such disciplinary
measures may include withholding of increments, charges of insubordination, or other
sanctions as allowed by law.

A written copy of the policy shall be presented annually to all teaching and support staff.

In addition, the policy shall be annually reviewed by principals at faculty meetings at the
start of the year.

Adopted: 22, January 2013

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3221. EVALUATION OF TEACHERS (M)
Date Created: March, 2009
Date Edited: August, 2017

POLICY

3221- EVALUATION OF TEACHERS (M)
M

The Board of Education recognizes the importance of teacher effectiveness to further the
development of a professional corps of educators and to increase student achievement. The Board
of Education adopts Policy and Regulation 3221 for the evaluation of teachers consistent with the
Teacher Effectiveness and Accountability for the Children of New Jersey Act (TEACHNJ) and the
AchieveN] administrative codes. This Policy and Regulation provides the provisions and
requirements for teacher evaluations consistent with TEACHNJ and AchieveNJ.

For the purposes of Policy and Regulation 3221, “teacher” means a teaching staff member who
holds the appropriate standard, provisional, or emergency instructional certificate issued by the
Board of Examiners and is assigned a class roster of students for at least one particular course.

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting provision(s)
of collective bargaining agreements or other employment contracts in effect on July 1, 2013 and no
collective bargaining agreement entered into after July 1, 2013, shall conflict with the educator
evaluation system established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other specific statute or
regulation, nor shall topics subject to bargaining involve matters of educational policy or
managerial prerogatives. All information contained in annual performance reports and all
information collected, compiled, and/or maintained by employees for the evaluation process
pursuant to N.J.A.C. 6A:10-1.1 et seq. shall be confidential and shall not be subject to public
inspection or copying pursuant to the Open Public Records Act, N.J.S.A. 47:1A-1 et seq.

The Board shall annually adopt evaluation rubrics for teachers which shall be submitted to the
Commissioner by June 1 for approval by August 1 of each year. The evaluation rubrics shall have
four defined annual ratings: ineffective, partially effective, effective, and highly effective. The
Board shall meet the requirements as outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of
teachers and shall ensure the training procedures as outlined in N.J.A.C. 6A:10-2.2(b) are
followed when implementing the evaluation rubrics for all teachers. A District Evaluation
Advisory Committee shall be established in accordance with the requirements of N.J.A.C. 6A:10-
2.3.

The minimum requirements for the evaluation procedures for teachers as outlined in N.J.A.C.
6A:10-2.4 shall be followed. For each teacher rated ineffective or partially effective on the annual
summative evaluation rating, as measured by the evaluation rubrics, a corrective action plan shall
be developed in accordance with the provisions of N.J.A.C. 6A:10-2.5. A School Improvement
Panel shall be established in accordance with N.J.A.C. 6A:10-3.1 andwith the responsibilities
outlined in N.J.A.C. 6A:10-3.2.

The components of the teacher evaluation rubrics as described in N.J.A.C. 6A:10-4.1 shall apply
to teachers. Measures of student achievement, as outlined in N.J.A.C. 6A:10-4.2, shall be used to
determine impact on student learning. Teacher observations shall be conducted in accordance with
the provisions of N.J.A.C. 6A:10-4.4. Observers shall conduct the observations pursuant to
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N.J.S.A. 18A:6-123.b.(8) and N.J.A.C. 6A:10-2.5 and 3.2, and they shall be trained pursuant to
N.J.A.C. 6A:10-2.2(b).

The teacher practice instrument approved by the Department of Education shall meet the criteria as
outlined in N.J.A.C. 6A:10-7.2.

The Superintendent shall annually notify all teachers of the adopted evaluation policies and
procedures/regulations no later than October 1. If a teacher is hired after October 1, the
Superintendent shall notify the teacher of the policies and procedures/regulations at the beginning
of his or her employment. All teachers shall be notified of amendments to the policy and
procedures/regulations within ten teacher working days of adoption.

N.J.S.A. 18A:6-117 et seq.

N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5
N.J.A.C. 6A:10-3.1 and 3.2; N.J.A.C. 6A:10-4.1 through 4.4
N.J.A.C. 6A:10-7.1 and 7.2

Adopted: 31 March 2009

Revised: 23 August 2011, 18 February 2014, 17 May 2016, 29 August 2017

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education

Section: Teaching Staff Members

3222. EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING TEACHERS AND
ADMINISTRATORS (M)

Date Created: February, 2014
Date Edited: August, 2017

POLICY

3222- EVALUATION OF TEACHING STAFF MEMBERS, EXCLUDING TEACHERS AND
ADMINISTRATORS (M)

M

The Board of Education recognizes the importance of teaching staff member effectiveness to further the
development of a professional corps of educators and to increase student achievement. The Board of
Education adopts Policy and Regulation 3222 for the evaluation of teaching staff members consistent with
the Teacher Effectiveness and Accountability for the Children of New Jersey Act (TEACHNI) and the
AchieveNJ administrative codes. This Policy and Regulation provides the provisions and requirements for
teaching staff member evaluations consistent with TEACHNIJ and AchieveN].

For the purposes of Policy and Regulation 3222, “teaching staff member” includes, but is not limited to,

educational services staff members, guidance counselors, school nurses, library/media specialists,
occupational therapists, and other teaching staff members working under an educational services
certificate. For the purposes of Policy and Regulation 3222, “teaching staff member” does not include
teachers, Principals, Vice Principals, Assistant Principals, and administrators, including, but not limited to,
directors and/or supervisors.

The rules in N.J.A.C. 6A:10 — Educator Effectiveness shall not override any conflicting provision(s) of

collective bargaining agreements or other employment contracts in effect on July 1, 2013 and no collective
bargaining agreement entered into after July 1, 2013, shall conflict with the educator evaluation system
established pursuant to N.J.A.C. 6A:10-1.1 et seq. or any other specific statute or regulation, nor shall
topics subject to bargaining involve matters of educational policy or managerial prerogatives. All
information contained in annual performance reports and all information collected, compiled, and/or
maintained by employees for the evaluation process pursuant to N.J.A.C. 6A:10-1.1 et seq. shall be
confidential and shall not be subject to public inspection or copying pursuant to the Open Public Records
Act, N.J.S.A. 47:1A-1 et seq.

The Board shall annually adopt evaluation rubrics for teaching staff members which shall be submitted to
the Commissioner by June 1 for approval by August 1 of each year. The evaluation rubrics shall have four
defined annual ratings: ineffective, partially effective, effective, and highly effective. The Board shall meet
the requirements as

outlined in N.J.A.C. 6A:10-2.2(a) for the annual evaluation of teaching staff members and shall ensure the
training procedures as outlined in N.J.A.C. 6A:10-2.2(b) are followed when implementing the evaluation
rubrics for all teaching staff members. A District Evaluation Advisory Committee shall be established in
accordance with the requirements of N.J.A.C. 6A:10-2.3.
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The minimum requirements for the evaluation procedures for teaching staff members as outlined in
N.J.A.C. 6A:10-2.4 shall be followed. For each teaching staff member rated ineffective or partially
effective on the annual summative evaluation rating, as measured by the evaluation rubrics, a corrective
action plan shall be developed in accordance with the provisions of N.J.A.C. 6A:10-2.5.

Observations and evaluations for non-tenured teaching staff members shall be in accordance with
the provisions of N.J.S.A. 18A:27-3.1. Evaluations for non-tenured teaching staff members shall
take place before April 30 each year prior to the May 15 notice requirement date for continued
employment. Evaluations for tenured teaching staff members shall be completed prior to June 30.

The Superintendent shall annually notify all teaching staff members of the adopted evaluation policies and

procedures/regulations no later than October 1. If a teaching staff member is hired after October 1, the
Superintendent shall notify the teaching staff member of the policies and procedures/regulations at the
beginning of his or her employment. All teaching staff members shall be notified of amendments to the
policy and procedures/regulations within ten teaching staff member working days of adoption.

N.J.S.A. 18A:6-117 et seq.; N.J.S.A. 18A:27-3.1
N.J.A.C. 6A:10-1.1 through 1.4; 6A:10-2.1 through 2.5; 6A:10-6.2

Adopted: 18 February 2014

Revised: 17 May 2016, 29 August 2017

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3281. INAPPROPRIATE STAFF CONDUCT
Date Created: January, 2014
Date Edited: January, 2014

POLICY

3281- INAPPROPRIATE STAFF CONDUCT

3281 INAPPROPRIATE STAFF CONDUCT

The Board of Education recognizes its responsibility to protect the health, safety and welfare of all pupils
within this school district. Furthermore, the Board recognizes there exists a professional responsibility for
all school staff to protect a pupil’s health, safety and welfare. The Board strongly believes that school staff
members have the public’s trust and confidence to protect the well-being of all pupils attending the school
district.

In support of this Board’s strong commitment to the public’s trust and confidence of school staff, the Board
of Education holds all school staff to the highest level of professional responsibility in their conduct with
all pupils. Inappropriate conduct and conduct unbecoming a school staff member will not be tolerated in
this school district.

The Board recognizes and appreciates the staff-pupil professional relationship that exists in a school
district’s educational environment. This Policy has been developed and adopted by this Board to provide
guidance and direction to avoid actual and/or the appearance of inappropriate staff conduct and conduct
unbecoming a school staff member toward pupils.

School staff’s conduct in completing their professional responsibilities shall be appropriate at all times.
School staff shall not make inappropriate comments to pupils or about pupils and shall not engage in
inappropriate language or expression in the presence of pupils. School staff shall not engage in
inappropriate conduct toward or with pupils. School staff shall not engage or seek to be in the presence of
a pupil beyond the staff member’s professional responsibilities.  School staff shall not provide
transportation to a pupil in their private vehicle or permit a pupil into their private vehicle unless there is an
emergency or a special circumstance that has been approved in advance by the Building
Principal/immediate supervisor and the parent/legal guardian.

Inappropriate conduct by a school staff member outside their professional responsibilities may be
considered conduct unbecoming a staff member. Therefore, school staff members are advised to be
concerned with such conduct which may include, but is not limited to, communications and/or publications
using e-mails, text-messaging, social networking sites, or any other medium that is directed and/or
available to pupils or for public display.

A school staff member is always expected to maintain a professional relationship with pupils and to protect
the health, safety and welfare of school pupils. A staff member’s conduct will be held to the professional
standards established by the New Jersey State Board of Education and the New Jersey Commissioner of
Education. Inappropriate conduct or conduct unbecoming a staff member may also include conduct not
specifically listed in this Policy, but conduct determined by the New Jersey State Board of Education, the
New Jersey Commissioner of Education, an arbitration process, and/or appropriate courts to be
inappropriate or conduct unbecoming a school staff member.
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School personnel, compensated and uncompensated (volunteers), are required to report to their immediate
supervisor or Building Principal any possible violations of this Policy. In the event the report alleges
conduct by the Building Principal or the immediate supervisor, the school staff member may report directly
to the Superintendent of Schools. In addition, school personnel having reasonable cause to believe a pupil
has been subjected to child abuse or neglect or acts of child abuse or neglect as defined under N.J.S.A.
9:6-8.10 are required to immediately report to the New Jersey Department of Children and Families in
accordance with N.J.A.C. 6A:16-11.1 and inform the Building Principal or immediate supervisor after
making such report. However, notice to the Building Principal or designee need not be given when the
school staff member believes such notice would likely endanger the referrer or child(ren) involved or when
the staff member believes that such disclosure would likely result in retaliation against the child or in
discrimination against the referrer with respect to his/her employment.

Reports may be made in writing or with verbal notification and a follow up report in writing. The
immediate supervisor or Building Principal will notify the Superintendent of Schools of all reports,
including anonymous reports. The Principal or designee will investigate all reports with a final report to
the Superintendent of Schools. The Principal or designee or the Superintendent may, at any time after
receiving a report, take such appropriate action as necessary and as provided for in the law. This may
include, but is not limited to, notifying law enforcement, notifying the New Jersey Department of Children
and Families in accordance with N.J.A.C. 6A:16-11.1, and/or any other measure provided for in the law.

This Policy will be distributed to all school staff and provided to staff members at any time upon request.

N.J.S.A. 18A:28-5 et seq.
N.J.A.C. 6A:16-11.1

Adopted: 28 January 2014

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3282. USE OF SOCIAL NETWORKING SITES
Date Created: August, 2012
Date Edited: December, 2016

POLICY

3282- USE OF SOCIAL NETWORKING SITES

3282 USE OF SOCIAL NETWORKING SITES

The Board of Education has a strong commitment to quality education and the well-being of all pupils, as
well as the preservation of the school district’s reputation. The Board believes staff members must
establish and maintain public trust and confidence and be committed to protecting all pupils attending the
school district. In support of the Board’s strong commitment to the public’s trust and confidence, the
Board holds all staff members to the highest level of professional responsibility.

The Commissioner of Education has determined inappropriate conduct outside a staff member’s
professional responsibilities may determine them as unfit to discharge the duties and functions of their
position.  Staff members should be advised communications, publications, photographs, and other
information appearing on social networking sites deemed inappropriate by the Board could be cause for
dismissal of a non-tenured staff member or to certify tenure charges against a tenured staff member to the
Commissioner of Education. ’

Staff members are advised to be concerned and aware such conduct deemed inappropriate may include, but
is not limited to, communications and/or publications using e-mails, text-messaging, social networking
sites, or any other form of electronic communication that is directed and/or available to pupils or for public
display or publication.

While the Board respects the right of staff members to use social networking sites, staff members should
recognize they are held to a higher standard than the general public with regard to standards of conduct and
ethics. It is important that a staff member’s use of these sites does not damage the reputation of the school
district, employees, pupils, or their families. Staff members who utilize, post or publish images,
photographs, or comments on social networking sites, blogs, or other forms of electronic communication
outside their professional responsibilities shall ensure their use, postings, or publications are done with an
appropriate level of professionalism and are appropriate conduct for a school staff member. Staff members
should exercise care in setting appropriate boundaries between their personal and public online behavior,
understanding that what is private in the digital world often has the possibility of becoming public even
without their knowledge or consent.

The school district strongly encourages all staff members to carefully review the privacy settings on social
networking sites they use and exercise care and good judgment when posting content and information on
such sites. Staff members should adhere to the following guidelines, which are consistent with the
district’s workplace standards on harassment, pupil relationships, conduct, professional communication,
and confidentiality.

When using personal social networking sites, school staff members:

1. Should not make statements that would violate any of the district’s policies, including its
policies concerning discrimination or harassment;

https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=3282&search=3282 12
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Must uphold the district’s value of respect for the individual and avoid making defamatory
statements about the school district, employees, pupils, or their families;

May not disclose any confidential information about the school district or confidential
information obtained during the course of his’her employment, about any individual(s) or
organization, including pupils and/or their families;

Shall not use social networking sites to post any materials of a sexually graphic nature;
Shall not use social networking sites to post any materials which promote violence;

Shall not use social networking sites which would be detrimental to the mission and
function of the district;

Are prohibited from using their school district title as well as adding references to the
district in any correspondence including, but not limited to, e-mails, postings, blogs, and
social networking sites unless the communication is of an official nature and is serving the
mission of the district. This prohibition also includes signature lines and personal e-mail
accounts;

Shall not post updates to their status on any social networking sites during teaching periods
or other assigned times including posting of statements or comments on the social
networking sites of others during school time unless it involves a school project. However,
teaching staff may post updates to their status on social media sites during their duty free
lunch or break periods; and

Shall not post or publish any information the Commissioner of Education would deem to be
inappropriate conduct by a school staff member.

The Policy of this district is to maintain a level of professionalism both during and after the school day.
Any publication through any means of electronic communication which is potentially adverse to the
operation, morale, or efficiency of the district, will be deemed a violation of this Policy. If the Board or
Superintendent believes that a staff member’s activity on any social networking site violates the district’s
policies, the Board or Superintendent may request that the employee cease such activity. Depending on the
severity of the incident, the staff member may be subject to disciplinary action.

This Policy has been developed and adopted by this Board to provide guidance and direction to staff
members on how to avoid actual and/or the appearance of inappropriate conduct toward pupils and/or the
community while using social networking sites.

21 August 2012

22 December 2016

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Teaching Staff Members
3283. Electronic Communications between Teaching Staff Members and Students (M)
Date Created: August, 2014
Date Edited: August, 2014

POLICY

3283- Electronic Communications between Teaching Staff Members and Students (M)

M

3283 ELECTRONIC COMMUNICATIONS BETWEEN TEACHING STAFF MEMBERS AND
STUDENTS

The Board of Education recognizes electronic communications and the use of social media outlets
create new options for extending and enhancing the educational program of the school district.
Electronic communications and the use of social media can help students and teaching staff
members communicate regarding: questions during non-school hours regarding homework or other
assignments; scheduling issues for school-related co-curricular and interscholastic athletic
activities; school work to be completed during a student’s extended absence; distance learning
opportunities; and other professional communications that can enhance teaching and learning
opportunities between teaching staff members and students. However, the Board of Education
recognizes teaching staff members can be vulnerable in electronic communications with students.

In accordance with the provisions of N.J.S.A. 18A:36-40, the Board of Education adopts this Policy
to provide guidance and direction to teaching staff members to prevent improper electronic
communications between teaching staff members and students.

The Commissioner of Education and arbitrators, appointed by the Commissioner, have determined
inappropriate conduct may determine a teaching staff member unfit to discharge the duties and
functions of their position. Improper electronic communications by teaching staff members may be
determined to be inappropriate conduct.

For the purposes of this Policy, “electronic communication” means a communication transmitted by
means of an electronic device including, but not limited to, a telephone, cellular telephone,
computer, computer network, personal data assistant, or pager. “Electronic communications”
include, but are not limited to, e-mails, text messages, instant messages, and communications made
by means of an Internet website, including social media and social networking websites.

For the purposes of this Policy, “professional responsibility” means a teaching staff member’s
responsibilities regarding co-curricular, athletic coaching, and any other instructional or non-
instructional responsibilities assigned to the teaching staff member by the administration or Board
of Education.

For the purposes of this Policy, “improper electronic communications” means an electronic
communication between a teaching staff member and any student of the school district when:

L. The content of the communication is inappropriate as defined in this Policy; and/or
2. The manner in which the electronic communication is made is not in accordance

with acceptable protocols for electronic communications between a teaching staff
member and a student as defined in this Policy.
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Inappropriate content of an electronic communication between a teaching staff member and a
student includes, but is not limited to:

L. Communications of a sexual nature, sexually oriented humor or language, sexual
advances, or content with a sexual overtone;

2. Communications involving the use, encouraging the use, or promoting or
advocating the use of alcohol or tobacco, the illegal use of prescription drugs or
controlled dangerous substances, illegal gambling, or other illegal activities;

3. Communications regarding the teaching staff member’s or student’s past or current
romantic relationships;

4. Communications which include the use of profanities, obscene language, lewd
comments, or pornography;

5. Communications that are harassing, intimidating, or bullying;

6. Communications requesting or trying to establish a personal relationship with a
student beyond the teaching staff member’s professional responsibilities;

7. Communications related to personal or confidential information regarding another
school staff member or student; and

8. Communications between the teaching staff member and a student that the
Commissioner of Education or an arbitrator would determine to be inappropriate in
determining the teaching staff member is unfit to discharge the duties and functions
of their position.

The following acceptable protocols for all electronic communications between a teaching staff
member and a student shall be followed:

1. E-Mail Electronic Communications Between a Teaching Staff Member and a
Student

a. All e-mails between a teaching staff member and a student must be sent or
received through the school district’s e-mail system. The content of all e-
mails between a teaching staff member and a student shall be limited to the
staff member’s professional responsibilities regarding the student.

b. A teaching staff member shall not provide their personal e-mail address to
any student. If a student sends an e-mail to a teaching staff member’s
personal e-mail address, the staff member shall respond to the e-mail through
the school district e-mail system and inform the student his/her personal e-
mail address shall not be used for any electronic communication between the
teaching staff member and the student.

C. A teaching staff member’s school district e-mail account is subject to review
by authorized school district officials. Therefore, a teaching staff member
shall have no expectation of privacy on the school district’s e-mail system.
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Cellular Telephone Electronic Communications Between a Teaching Staff Member
and a Student

a. Communications between a teaching staff member and a student via a
personal cellular telephone shall be prohibited.

(1) However, a teaching staff member ma, communicate with a student
using their personal cellular telephone if the need to communicate is
directly related to the teaching staff member’s professional
responsibilities for a specific purpose such as a field trip, athletic
event, co-curricular activity, etc. ~Any such cellular telephone
communications shall not extend beyond the specific field trip,
athletic event, co-curricular activity, etc.

Text Messaging Electronic Communications Between Teaching Staff Members and
Students

a. Text messaging communications between a teaching staff member and an
individual student are prohibited.

(1) However, a teaching staff member may text message students
provided the need to text message is directly related to the teaching
staff member’s professional responsibilities with a class or co-
curricular activity Any such approval for text messaging shall not
extend beyond the class or activity.

Social Networking Websites and other Internet-Based Social Media Electronic
Communications Between Teaching Staff Members and a Student

a. A teaching staff member is prohibited from communicating with any student
through the teaching staff member’s personal social networking website or
other Internet-based website. Communications on personal websites are not
acceptable between a teaching staff member and a student.

(1) However, a teaching staff member may use Social Networking
Websites and other Internet-Based Social Media Electronic
Communications when they are directly related to the teaching staff
member’s professional responsibilities with a class or co-curricular
activity. Communication between a teaching staff member and a
student through social networking websites or other Internet-based
social media websites and all
communications or publications using such websites is only permitted
when such websites are available to: every student in the class; every
member of the co-curricular activity and their parents; and the
Principal or designee.

Reporting Responsibilities

In the event a student sends an improper electronic communication, as defined in this Policy, to a
teaching staff member, the teaching staff member shall report the improper communication to the
Principal or designee by the next school day. The Principal or designee will take appropriate action
to have the student discontinue such improper electronic communications. Improper electronic
communications by a teaching staff member or a student may result in appropriate disciplinary
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The provisions of this Policy shall be applicable at all times while the teaching staff member is
employed in the school district and at all times the student is enrolled in the school district,

including holiday and summer breaks.

A copy of this Policy will be made available on an annual basis, to all parents, students, and school
employees either electronically or in school handbooks.

N.J.S.A. 18A:36-40

Adopted: 26 August 2014

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, N] 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education

Section: Teaching Staff Members

3322. STAFF MEMBER'S USE OF PERSONAL CELLULAR TELEPHONES/OTHER
COMMUNICATION DEVICES

Date Created: September, 2015
Date Edited: September, 2015

POLICY

3322- STAFF MEMBER'S USE OF PERSONAL CELLULAR TELEPHONES/OTHER
COMMUNICATION DEVICES

3322 STAFF MEMBER’S USE OF PERSONAL CELLULAR TELEPHONES/
OTHER COMMUNICATION DEVICES

The Board of Education recognizes a teaching staff member may need to electronically communicate on a
non-school related, personal matter using a personal cellular telephone or other personal communication
device during their workday. Electronic communications include, but are not limited to: voice
conversations, text-messaging, accessing social networking or other internet sites, or any other type of
electronic communication.

In the event the teaching staff member needs to electronically communicate on a non-school related,
personal matter using a personal cellular telephone or other personal communication device during their
workday, the teaching staff member may do so provided the communication is made during the teaching
staff member’s duty free lunch or break periods and is made outside the presence of students either in an
area inside or outside the school building designated by the teaching staff member’s Principal or immediate
SUpervisor.

An electronic communication by a teaching staff member on a non-school related, personal matter using a
personal cellular telephone or other personal communication device shall not be made while the teaching
staff member is performing assigned school district responsibilities.

In the event the teaching staff member has an emergency requiring immediate attention that requires such a
communication while performing assigned school district responsibilities, the teaching staff member shall
inform their Principal or immediate supervisor before or immediately after the communication, depending
on the nature of the emergency. The Board of Education is not responsible if a teaching staff member’s
personal cellular telephone or other communication device is lost, stolen, or missing.

Adopted: 29 September 2015

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
' ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Students
5612. ASSAULT ON DISTRICT BOARD OF EDUCATION MEMBERS OR EMPLOYEES (M)
Date Created: March, 2002
Date Edited: March, 2019

POLICY

5612- ASSAULT ON DISTRICT BOARD OF EDUCATION MEMBERS OR EMPLOYEES (M)

M

Any student who commits an assault, as defined under N.J.S.A. 2C:12-1(a)1, not involving the use
of a weapon or firearm, upon a teacher, administrator, other school district employee, or Board
member acting in the performance of his or her duties and in a situation where his or her authority
to act is apparent, or as a result of the victim’s relationship to the school district, shall be
immediately removed from school pursuant to N.J.S.A. 18A:37-2.1 and N.J.A.C. 6A:16-5.7.

A student, other than a student with a disability, who commits an assault as defined in N.J.S.A.
2C:12-1(a)1, shall be immediately removed from school consistent with due process procedures,
pending a hearing pursuant to N.J.A.C. 6A:16-7.2 through 7.5. Nothing in N.J.S.A. 18A:37-2.1 or
N.J.A.C. 6A:16-5.7 shall be construed as prohibiting the expulsion of a general education student.
A student with a disability who commits an assault as defined in this Policy, shall be removed in
accordance with N.J.A.C. 6A:14 and due process proceedings in accordance with N.J.A.C. 14-2.7
and 2.8.

In accordance with the provisions of N.J.S.A. 18A:37-2.1(a), said proceedings shall take place no
later than thirty calendar days following the day on which the student is suspended. The decision of
the Board shall be made within five days after the close of the hearing. Any appeal of the Board's
decision shall be made to the Commissioner of Education within ninety days of the Board's
decision. The provisions herein shall be construed in a manner consistent with 20 U.S.C. § 1400 et
seq.

The Principal or designee shall remove, isolate, and place the student under the supervision of
school staff until the student’s parent or appropriate agency takes custody of the student. The
Principal or designee will immediately report to the Superintendent the removal of the student and
notify the student’s parent of the removal action and the student’s due process rights. The Principal
or designee will notify the appropriate law enforcement official of a possible violation of the New
Jersey Code of Criminal Justice.

In accordance with the provisions of N.J.S.A. 18A:37-2.1(b), whenever a teacher, administrator,
Board member, other school district employee, or a labor representative on behalf of an employee
makes an allegation in writing that the Board member or employee has been assaulted by a student,
the Principal shall file a written report of the alleged assault with the Superintendent. The
Superintendent shall report the alleged assault to the Board at its next regular meeting; provided
that the name of the student who allegedly committed the assault, although it may be disclosed to
the Board members, shall be kept confidential at the public Board of Education meeting.

Any person who fails to file a report of an alleged assault as required pursuant to N.J.S.A. 18A:37-
2.1 and N.J.A.C. 6A:16-5.7 may be liable to disciplinary action by the Board.
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The Superintendent of Schools biannually shall submit to the Commissioner of Education a report
on each incident under N.J.A.C. 6A:16-5.7 utilizing the Student Safety Data System (SSDS),
pursuant to N.J.A.C. 6A:16-5.3(e)1.

Policy and Regulation 5612, implementing the requirements of N.J.A.C. 6A:16-5.7, shall be
annually disseminated to all school staff, students, and parents.

N.J.S.A. 18A:37-2.1
N.J.A.C. 6A:14-2.7; 6A:14-2.8; 6A:16-5.7; 6A:16-7.2; 6A:16-7.3; 6A:16-7.4; 6A:16-7.5

Adopted: 19 March 2002

Revised: 26 August 2014, 19 March 2019

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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Ocean Township

Board of Education
Section: Students
5613. REMOVAL OF STUDENTS FOR ASSAULTS WITH WEAPONS OFFENSES (M)
Date Created: August, 2014
Date Edited: March, 2019

POLICY

5613- REMOVAL OF STUDENTS FOR ASSAULTS WITH WEAPONS OFFENSES (M)
M

The Board of Education is committed to providing a safe and secure school environment to all students
attending the public schools. To provide this environment, the Board of Education will implement policies
and procedures regarding a student who commits an assault, as defined under N.J.S.A. 2C:12-1(a)1, with a
weapon, which includes, but is not limited to, items enumerated in N.J.S.A. 2C:39-1(r), except a firearm as
defined by N.J.S.A. 2C:39-1(f) and 18 U.S.C. § 921, upon a teacher, administrator, other school Board
employee, Board of Education member, or another student on school grounds, pursuant to N.J.S.A.
18A:37-2.2 through 2.5.

A student, other than a student with a disability, who commits an assault as defined above shall be
immediately removed from the school’s general education program for a period not exceeding one calendar
year and placed in an alternative education program according to the requirements of N.J.A.C. 6A:16-9.1 et
seq. The Superintendent may modify on a case-by-case basis the removal of a general education student in
accordance with N.J.A.C. 6A:16-5.6(b)1. A student with a disability who commits an assault as defined
above shall be immediately removed in accordance with the provisions of N.J.A.C. 6A:14 and applicable
Federal regulations and shall receive a placement in accordance with N.J.A.C. 6A:14.

The Principal or designee shall remove the student in accordance with the requirements outlined in
N.J.A.C. 6A:16-5.6(d), which includes notifying the appropriate law enforcement agency of a possible
violation of the New Jersey Code of Criminal Justice.

If it is found that the removed student did not commit these offense(s), the student shall be immediately
returned to the program for which he or she was removed.

If a student, other than a student with a disability, is removed from the general education program pursuant
to N.J.A.C. 6A:16-5.6 and this Policy, and a placement in an alternative education program is not available,
the general education student shall be provided home or other out-of-school instruction, according to
N.J.A.C. 6A:16-10.2, until placement is available.

The Superintendent shall make the final determination on whether the general education student removed,
in accordance with the requirements of N.J.A.C. 6A:16-5.6 and this Policy, is prepared to return to the
general education program or will remain in an alternative education program or receive home or other out-
of-school instruction based on the criteria outlined in N.J.A.C. 6A:16-5.6(1).

The Superintendent of Schools biannually shall submit to the Commissioner of Education a report on each
incident and the circumstance surrounding the removal of students pursuant to N.J.A.C. 6A:16-5.6 utilizing
the Student Safety Data System (SSDS), pursuant to N.J.A.C. 6A:16-5.3(e)1.

This Policy and Regulation 5613, implementing the requirements of N.J.A.C. 6A:16-5.6, shall be annually
disseminated to all school staff, students, and parents.

N.J.S.A. 18A:37-1 et seq.
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N.J.A.C. 6A:14-2.8 et seq.; 6A:16-5.6; 6A:16-6.1 et seq.;
6A:16-7.1 et seq.; 6A:16-8.1 et seq.; 6A:16-9.1 et seq.;
6A:16-10.2

Adopted: 26 August 2014,

Revised: 19 March 2019

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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POLICY

a.

A, Definitions

Ocean Township

Board of Education
Section: Finances
6471. SCHOOL DISTRICT TRAVEL
Date Created: June, 2009
Date Edited: July, 2009

6471- SCHOOL DISTRICT TRAVEL

6471, SCHOOL DISTRICT TRAVEL (M)

The Board of Education shall ensure the effective and efficient use of funds by adopting and implementing
policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and State of New Jersey
Department of the Treasury, Office of Management and Budget (NJOMB) Circulars 08-19-OMB and 06-
14-OMB (OMB Circulars) and any superseding circulars pertaining to travel, meals, events and
entertainment, and the additional requirements set forth in N.J.A.C. 6A:23A-7. If any superseding circulars
of the Office of Management and Budget conflict with the provisions of N.J.A.C. 6A:23A-7, the provisions
of the superseding circulars shall govern.

L. For the purposes of this Policy, “travel expenditures” means those costs paid by the school
district using local, State, or Federal funds, whether directly by the school district or by
employee reimbursement, for travel by school district employees and district Board of
Education members, to the following five types of travel events:

Training and seminars - means all regularly scheduled, formal residential or non-
residential training functions conducted at a hotel, motel, convention center,
residential facility, or at any educational institution or facility;

Conventions and conferences - means general programs, sponsored by professional
associations on a regular basis, which address subjects of particular interest to a
school district or are convened to conduct association business. The primary
purpose of employee attendance at conferences and conventions is the development
of new skills and knowledge or the reinforcement of those skills and knowledge in a
particular field related to school district operations. These are distinct from formal
staff training and seminars, although some training may take place at such events;

School district sponsored events - means conferences, conventions, receptions, or
special meetings where the school district plans, develops, implements, and
coordinates the event and is the event’s primary financial backer. School district
employees are actively involved in working the event and other employees may
attend as participants;

Regular school district business - means all regular official business travel, including
attendance at meetings, conferences, and any other gatherings which are not covered
by the definitions included in a., b., and c. above. Regular school district business
travel also includes attendance at regularly scheduled in-State county meetings and
Department of Education sponsored or association sponsored events provided free of
charge and regularly scheduled in-State professional development activities with a
registration fee that does not exceed $150 per employee or Board member.
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Ocean Township

Beginning in 2009-2010 the $150 limit per employee or Board member may be
adjusted by inflation; and

e. Retreats - means meetings with school district employees and school Board
members, at which organizational goals and objectives are discussed.

B. School District Travel Expenses

Any sections in either the State or Federal Circulars that conflict with New Jersey school
law (N.J.S.A. 18A:1-1 et seq.) shall not be included in this Policy nor authorized under
N.J.A.C. 6A:23A-7.1 et seq. This includes, but is not limited to, the authority to issue travel
charge cards as allowed under the State Circular, but not authorized for school districts
under New Jersey school law.

School district travel expenditures shall include, but are not limited to, all costs for
transportation, meals, lodging, and registration or conference fees directly related to
participation in the event.

School district travel expenditures in accordance with this Policy and N.J.A.C. 6A:23-7.1 et
seq. shall include costs for all required training and all travel authorized in school district
employee contracts and school Board policies. This includes, but is not limited to, required
professional development, other staff training and required training for Board members, and
attendance at specific conferences authorized in existing employee contracts, provided that
such travel meets the requirements of N.J.A.C. 6A:23-7.1 et seq.

All such expenditures are subject to the requirements of N.J.A.C. 6A:23-7.1 et seq.,
including but not limited to, inclusion in the annual travel limit, prior Board approval,
separate tracking, and per diem reimbursements.

C. School District Travel Requirements

All travel by Board of Education employees and Board members must be educationally
necessary and fiscally prudent and all school district travel expenditures shall be:

a. Directly related to and within the scope of the employee's or Board member's current
responsibilities and, for school district employees, the school district's professional
development plan, the school building professional development plan, and an
employee’s individual professional development plan;

b. For travel that is critical to the instructional needs of the school district or furthers
the efficient operation of the school district; and

C. In compliance with State travel payment guidelines as established by the Department
of the Treasury and with guidelines established by the Federal Office of
Management and Budget; except those guidelines that conflict with the provisions of
Title 18A of the New Jersey Statutes shall not be applicable, including, but not
limited to, the authority to issue travel charge cards. The Board specifies in this
Policy the applicable restrictions and requirements set forth in the State and Federal
guidelines including, but not limited to, types of travel, methods of transportation,
mileage allowance, subsistence allowance, and submission of supporting
documentation including receipts, checks, or vouchers.

Reimbursement for all in-State and out-of-State travel shall be made pursuant to N.J.S.A.
18A:11-12. In accordance with the provisions of N.J.A.C. 6A:23A-5.9:

https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=647 1&search=6471

2/16



https://www.straussesmay.com/seportal/secure/D

7/15/2019 Ocean Township

a. Out-of-State travel events shall be limited to the fewest number of Board members
or affected employees needed to acquire and present the content offered to all Board
members or staff, as applicable, at the conclusion of the event. Where the event is
sponsored by a New Jersey-based organization and targeted to employees and/or
Board members of New Jersey school districts, reimbursement for lodging may be
permitted only where the sponsoring organization obtains a waiver pursuant to the
provisions of N.J.A.C. 6A:23A-7.11. Where the event is national or regional in
scope and targeted to school district employees and/or Board members from multiple
States, reimbursement for lodging may only be provided if the event occurs on two
or more consecutive days and where home to event commute exceeds fifty miles.

b. Where a travel event has a total cost that exceeds $5,000, regardless of the number of
attendees, or where more than five individuals from the district are to attend a travel
event out-of-State, the school district shall obtain the prior written approval of the
Executive County Superintendent. The Executive County Superintendent shall
promptly review the request and render a decision within ten working days.

C. For all employee and Board member travel events out of the country, regardless of
cost or number of attendees, the school district shall obtain the prior written approval
of the Executive County Superintendent. Such requests must be supported by
detailed justification. The Executive County Superintendent shall promptly review
the request and render a decision within ten working days. It is expected that
approvals will be rare.

D. Travel Reimbursements

L. Travel reimbursements will be paid only upon compliance with all provisions of N.J.A.C.
6A:23A-7 and the Board's procedures and approval requirements. The Board will not ratify
or approve payments or reimbursements for travel after completion of the travel event,
except as provided at N.J.A.C. 6A:23A-7.4(d).

E. Board Member Voting On School District Travel

1. A Board member shall recuse him/herself from voting on travel if the Board member, a
member of his/her immediate family, or a business organization in which he/she has an
interest, has a direct or indirect financial involvement that may reasonably be expected to
impair his/her objectivity or independence of judgment.

2. A Board member shall not act in his/her official capacity in any matter in which he/she or a
member of his/her immediate family has a personal involvement that is or creates some
benefit to the school official or member of his/her immediate family; or undertake any
employment or service, whether compensated or not, which may reasonably be expected to
prejudice his/her independence of judgment in the execution of his/her official duties.

F. Maximum Travel Budget

L. Annually in the prebudget year, the Board shall establish by Board resolution, a maximum
travel expenditure amount for the budget year which the school district shall not exceed.
The Board resolution shall also include the maximum amount established for the prebudget
year and the amount spent to date.

a. The maximum school district travel expenditure amount shall include all travel
supported by local and State funds.

https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=6471&search=6471 3/16



https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=64
https://6A:23A-7.ll

7/15/2019 Ocean Township

b. The Board may elect to exclude travel expenditures supported by Federal funds from
the maximum travel expenditure amount. If Federal funds are excluded from the
established maximum amount, the Board shall include in the resolution the total
amount of travel supported by Federal funds from the prior year, prebudget year, and
projected for the budget year.

C. Exclusion of Federal funds from the annual maximum travel budget does not exempt
such travel from the requirements applicable to State and local funds.

2. The Board of Education, pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b), authorizes
an annual maximum amount per employee not to exceed $1,500 for regular business travel
only for which prior Board approval is not required.

a. The annual maximum shall not exceed $1,500 and shall be subject to the approval
requirements in N.J.S.A. 18A:19-1.

b. Regular school district business travel as defined in N.J.A.C. 6A:23A-1.2 includes
attendance at regularly scheduled in-State county meetings and Department of
Education sponsored or association sponsored events free of charge. It also includes
regularly scheduled in-State professional development activities for which the
registration fee does not exceed $150 per employee or Board member.

C. Regular school district business travel as authorized in this Policy requires approval
of the Superintendent prior to obligating the district to pay related expenses and prior
to attendance at the travel event.

(1) The Superintendent shall designate an alternate approval authority to
approve travel requests in his/her absence when necessary to obtain timely
Board approval.

2) Regulation 6471 provides the procedures for the internal levels of approval
required prior to Superintendent or designee approval of the travel event, as
applicable.]

G. Travel Approval Procedures

L. All travel requests for employees of the district shall be approved in writing by the
Superintendent of Schools and approved by a majority of the full voting membership of the
Board, except where the Board has excluded regular business travel from prior approval
pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b), prior to obligating the school district
to pay related expenses and prior to attendance at the travel event.

a. The Superintendent shall designate an alternate approval authority to approve travel
requests in his/her absence when necessary to obtain timely Board approval.

b. Regulation 6471 provides the procedures for the internal levels of approval required
prior to the Superintendent’s or designee’s approval of the travel event, as applicable.

2. All travel requests for Board members shall require prior approval by a majority of the full
voting membership of the Board, except where the Board has excluded regular business
travel from prior approval pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b), and the
travel shall be in compliance with N.J.S.A. 18A:12-24 and N.J.S.A. 18A:12-24.1.
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3. The Board may approve, at any time prior to the event, travel for multiple months as long as
the Board approval, as detailed in Board minutes, itemizes the approval by event, total cost,
and number of employees and Board members attending the event. General or blanket pre-
approval is not authorized.

4. Where occasional unforeseen emergent situations arise wherein a travel request cannot
obtain prior approval of the Board, justification shall be included in the text of the travel
request. Such requests shall require prior written approval of the Superintendent or designee
and the Executive County Superintendent or designee. The Board shall ratify the request at
its next regularly scheduled meeting. Travel to conferences, conventions, and symposiums
are not considered to be emergencies and shall not be approved after the fact.

5. The Board, in accordance with the provisions of N.J.A.C. 6A:23A-7.4(d) excludes from the
requirements of prior Board approval any travel caused by or subject to existing contractual
provisions, including grants and donations, and other statutory requirements, or Federal
regulatory requirements.

a. For the exclusion of prior Board approval to apply, the required travel event must be
detailed, with number of employee(s), Board member(s), and total cost in the
applicable contract, grant, donation, statute, or Federal regulation.

(1) This does not include general grant guidelines or regulations that are
permissive but do not require the travel event, unless the specific travel
event, number of employee(s), Board member(s) and total cost is detailed in
the approved grant, donation, or other fund acceptance agreement.

) This does not include general contractual provisions in labor agreements for
continuing education or professional development, except where the Board
has included in its policy, a maximum amount per employee for regular
business travel that does not require prior Board approval pursuant to
N.J.A.C. 6A:23A-7.3]

H. Required Documentation for Travel

1. Neither the Superintendent or designee, nor the Board shall approve a travel request unless
the written request for travel includes the following information:

a. Name and dates of event;

b. A list of Board members and/or employees to attend either by name or title;

C. Justification of the importance of these individuals attending the event;

d. Estimated cost associated with travel (if lodging is shared with others, the fact must
be stated);

€. Copy of agenda or itinerary for travel and subsequent schedule of events;

f. A brief statement that includes the primary purpose for the travel and the key issues
that will be addressed at the event and their relevance to improving instruction or the
operation of the school district;

g. For training events, whether the training is needed for a certification required for
continued employment, continuing education requirements, requirements of Federal
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or State law, or other purpose related to the programs and services currently being
delivered or soon to be implemented in the school district, or related to school
district operations;

h. Account number and funding source — Federal, State, private, or local; and
1. In the case of annual events, total attendance and cost for the previous year.
2. Detailed documentation shall be maintained on file in the school district which demonstrates

compliance with the Board's travel policy, including travel approvals, reports, and receipts
for all school district funded expenditures, as appropriate.

L. Accounting for School District Travel

L. The School Business Administrator/Board Secretary or designee shall prepare itemized
travel budgets by function and object of expense for each cost center, department or location
maintained in the school district’s accounting system, as applicable, as part of the
preparation of and documentation for the annual school district budget:

a. The aggregate amount of all travel budgets shall not exceed the Board approved
maximum travel expenditure amount for the budget year as required by N.J.A.C.
6A:23A-7.3.

2. The School Business Administrator/Board Secretary shall maintain separate accounting for

school district travel expenditures as necessary to ensure compliance with the school
district's maximum travel expenditure amount. This may include, but need not be limited to,
a separate or offline accounting of such expenditures or expanding the school district's
accounting system. The tracking system shall be sufficient to demonstrate compliance with
the Board's policy and N.J.A.C. 6A:23-7, and shall be in a detailed format suitable for audit.

3. The School Business Administrator/Board Secretary or designee, shall review and approve
all requests for travel expenditure reimbursement submitted for expenses incurred in the
course of school district business as to cost and support documentation required by N.J.A.C.
6A:23A-7:

a. The School Business Administrator/Board Secretary shall not approve or issue
payment of travel expenditures or reimbursement requests until all required
documentation and information has been submitted to support the payment and shall
not approve any travel expenditure that when added to already approved travel
expenditures would exceed the Board approved maximum travel expenditure amount
for the budget year.

4. The School Business Administrator/Board Secretary shall be responsible for the adequacy
of documentation of transactions processed by their staff and the retention of that
documentation to permit audits of their records.

5. An employee of the Board, a Board member, or organization, shall not receive payment,
either partial or full, for travel and travel-related expenses in advance of the travel pursuant
to N.J.S.A. 18A:19-1 et seq. The payment of travel and travel-related expenses shall be
made personally by a school district employee or Board member and reimbursed at the
conclusion of the travel event. This applies to travel-related purchases for which a purchase
order is not applicable. This provision does not preclude the district from paying the vendor
directly with the proper use of a purchase order (e.g., for registration, airline tickets, hotel).
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Sanctions for Violations of Travel Requirements

L.

Any Board of Education that violates its established maximum travel expenditure as set
forth in N.J.A.C. 6A:23A-7.3, or that otherwise is not in compliance with the travel
limitations set forth in N.J.A.C. 6A:23A-7 may be subject to sanctions by the Commissioner
as authorized pursuant to N.J.S.A. 18A:4-23 and N.J.S.A. 18A:4-24, including reduction of
State aid in an amount equal to any excess expenditure pursuant to N.J.S.A. 18A:11-12 and
N.J.S.A. 18A:7F-60.

A person who approves any travel request or reimbursement in violation of N.J.A.C.
6A:23A-7 shall be required to reimburse the school district in an amount equal to three
times the cost associated with attending the event pursuant to N.J.S.A. 18A:11-12:

a. As required in N.J.A.C. 6A:23A-7.7(b)(1) the Board designates the Superintendent
of Schools as the person(s) with the final approval authority for travel and therefore
shall be subject to this penalty.

An employee or Board member who violates the school district's travel policy or these rules
shall be required to reimburse the school district in an amount equal to three times the cost
associated with attending the event pursuant to N.J.S.A. 18A:11-12.

In the event it is determined a violation of the provisions of N.J.A.C. 6A:23A-7 has
occurred after Board payment has been made, the Superintendent of Schools shall be
responsible to ensure the sanctions as outlined in N.J.A.C. 6A:23A-7.7 are imposed. If a
violation is determined prior to payment or reimbursement of the travel event, no
consequences as outlined in N.JLA.C. 6A:23A-7.7 shall be imposed; however, the
Superintendent may impose disciplinary action as necessary.

The annual audit conducted pursuant to N.J.S.A. 18A:23-1 shall include test procedures to
ensure compliance with this Policy and travel limitations set forth in N.J.A.C. 6A:23A-7 and
N.J.S.A. 18A:11-12.

Prohibited Travel Reimbursements

1.

The following types of expenditures are not eligible for reimbursement:

a.  Subsistence reimbursement for one-day trips, except for meals expressly authorized
by and in accordance with the provisions of N.J.A.C. 6A:23A-7.12;

b. Subsistence reimbursement for overnight travel within the State, except where
authorized by the Commissioner in accordance with the procedures set forth in
NJ.A.C. 6A:23A-7.11;

C. Travel by Board members or employees whose duties are unrelated to the purpose of
the travel event or who are not required to attend to meet continuing education
requirements or to comply with law or regulation;

d. Travel by spouses, civil union partners, domestic partners, immediate family
members, and other relatives;

€. Costs for employee attendance for coordinating other attendees' accommodations at
the travel event;

https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=64718&search=6471

7/16



https://www.straussesmay.com/seportal/secure/DistrictPolicy.aspx?policyid=64
https://6A:23A-7.11
https://6A:23A-7.12

7/15/2019 Ocean Township

f. Lunch or refreshments for training sessions and retreats held within the school
district including in-service days and for employee participants traveling from other
locations within the school district;

g. Training to maintain a certification that is not required as a condition of employment
(example: CPE credits to maintain a CPA license if the employee is not required to
be a CPA for continued school district employment);

h. Charges for laundry, valet service, or entertainment;

i Limousine services and chauffeuring costs to or during the event;

J. Car rentals, either utilized for airport transportation or transportation at a conference,
convention, etc., unless absolutely necessary for the conduct of school district
business. Justification must accompany any request for car rentals. If approved,
the most economical scheduling of car rental is to be used, including the use of
subcompacts, discounted, and special rates. An example of the justified use of car
rental is when an employee is out of State, making inspections at various locations,
and the use of public transportation is impracticable. When car rental is authorized,
the employee shall not be issued an advance payment for the anticipated expense
associated with the rental,

k. Alcoholic beverages;

L Entertainment costs including amusement, diversion, and social activities and any
costs directly associated with such costs (such as tickets to shows or sports events,
meals, lodging, rentals, transportation, and gratuities);

m. Gratuities or tips in excess of those permitted by Federal per diem rates;

n. Reverse telephone charges or third party calls;

0. Hospitality rooms;

p- Souvenirs, memorabilia, promotional items, or gifts;

q. Air fare without documentation of quotes from at least three airlines and/or online
services; and

I. Other travel expenditures that are unnecessary and/or excessive.

L. Travel Methods

1. For the purposes of this Policy, “transportation” means necessary official travel on railroads,
airlines, shuttles, buses, taxicabs, school district-owned or leased vehicles, and personal
vehicles.

2. The purchase or payment of related transportation expenses shall be made by purchase order
or personally by a school district employee or Board member and reimbursed at the
conclusion of the travel event. An actual invoice or receipt for each purchase or expense
shall be submitted with a claim for reimbursement.

3. Pursuant to OMB Circulars, the following travel methods requirements apply:
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a. Air and rail tickets shall be purchased via the Internet, if possible, using airline or
online travel services such as Travelocity, Expedia, or Hotwire;

Air travel shall only be authorized when determined that it is necessary and

advantageous to conduct school district business:

The most economical air travel should be used, including the use of
discounted and special rates;

The following options should be considered when booking tickets:
(a) Connecting versus nonstop flights;
(b) Departing earlier or later compared to the preferred departure time;

(c) Utilizing alternative airports within a city, i.e. Chicago, Illinois —
Midway Airport versus O’Hare Airport;

(d)  Utilizing alternative cities, i.e. Newark versus Philadelphia;

(e) Utilizing "low cost" airlines; and

® Exploring alternate arrival and/or departure days.

No employee or Board member can earn benefits as a result of school district
funded travel. Employees and Board members are prohibited from receiving

"Frequent Flyer" benefits accruing from school district funded travel;

Airfare other than economy (i.e., Business or First Class) shall not be fully
reimbursed by the school district except when travel in such classes:

(a) Is less expensive than economy;
(b) Avoids circuitous routings or excessive flight duration; or
() Would result in overall transportation cost savings.

All airfare other than economy and not covered by the above exceptions
purchased by an employee or Board member shall only be reimbursed at the
economy rate for the approved destination;

Cost estimates on travel requests and associated authorizations shall be
consistent with current airline tariffs, with consideration of available special
fares or discounts, for the requested destination;

Airline tickets shall not be booked until all necessary approvals have been
obtained,;

Justification shall be required when actions by a traveler result in additional
expenses over and above the authorized travel request.  Sufficient
justification shall be considered only for factors outside the control of the
purchaser. Additional expenses. without sufficient justification shall not be
reimbursed; and
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©) Justification shall accompany requests for airline ticket reimbursement when
purchased by employees or Board members contrary to the above
regulations. Sufficient justification shall be considered only for factors
outside the control of the purchaser. Noncompliant purchases without
sufficient justification shall not be reimbursed. Reimbursement of purchases
with sufficient justification shall be otherwise permitted and reimbursed in
accordance with the above procedures.

C. Rail travel shall only be authorized when determined that it is necessary and
advantageous to conduct school district business:

(1) The most economical scheduling of rail travel shall be utilized, including
excursion and government discounts, whenever applicable;

2) When one employee or Board member is traveling within the Northeast
Corridor, NJ Transit shall be used as the rail option. Use of Amtrak will not
be authorized unless it is the only means of travel available;

3) The use of high speed rail services, such as Acela, shall not be authorized,;

4 When two or more employees and/or Board members are traveling to the
same event in the Northeast Corridor (between Boston, MA and Washington,
DC), rail travel shall not be authorized. In those cases, the travelers must use
a school district vehicle or, if not available, a personally-owned vehicle must
be used; and

6)) All rail travel, including rail travel in the Northeast Corridor must be
processed in the same manner as prescribed for air travel above.

d. Use of a school district-owned or leased vehicle shall be the first means of ground
transportation. Use of a personally-owned vehicle on a mileage basis shall not be
permitted for official business where a school district-owned or leased vehicle is
available:

(1) Mileage allowance in lieu of actual expenses of transportation shall be
allowed at the rate authorized by the annual State Appropriations Act, or a
lesser rate at the Board’s discretion for an employee or Board member
traveling by his/her personally-owned vehicle on official business:

(a) In accordance with the OMB circular, if any condition in an existing
negotiated contract is in conflict with the circular, such as the mileage
reimbursement rate, the provision of the contract will prevail;

(b) Parking and toll charges shall be allowed in addition to mileage
allowance;
(c) Reimbursement for travel to points outside the State by automobile

shall be permitted when such arrangements prove to be more efficient
and economical than other means of public transportation;

(d) In determining the relative costs of private and public transportation,
all associated costs (i.e., tolls, taxicabs, airport, or station transfers,
etc.) shall be considered,
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(e) All employees and Board members using privately-owned vehicles in
the performance of their duties for the school district shall present a
New Jersey Insurance Identification Card indicating that insurance
coverage is in full force and effect with companies approved by the
State Department of Banking and Insurance. The card shall be made
available to the Superintendent or designee before authorization to
use privately-owned vehicles;

® Employees and Board members who are out-of-State residents must
provide appropriate insurance identification in lieu of the New Jersey
Insurance Identification Card,

(2) School district-owned or leased vehicles shall be utilized in
accordance with N.J.A.C. 6A:23A-6.12;

(h) Necessary taxicab charges are permitted. However, travel to and
from airports, downtown areas, and between hotel and event site shall
be confined to regularly scheduled shuttle service, whenever such
service is complimentary or is less costly. If shuttle service is not
available, taxicabs may be used; and

(1) Cruises are not permitted for travel events or transportation.

M. Routing of Travel

L. Pursuant to OMB Circulars:

a. All travel shall be by the most direct, economical, and usually-traveled route. Travel
by other routes as a result of official necessity shall only be eligible for payment or
reimbursement if satisfactorily established in advance of such travel.

b. In any case where a person travels by indirect route for personal convenience, the
extra expense shall be borne by the individual.

C. Reimbursement for expenses shall be based only on charges that do not exceed what
would have been incurred by using the most direct, economical, and usually traveled
route.

N. Subsistence Allowance — Overnight Travel
L. Pursuant to the OMB Circulars, one-day trips that do not involve overnight lodging shall not
be eligible for subsistence reimbursement, except for meals expressly authorized by and in
accordance with the provisions of N.J.A.C. 6A:23A-7.12.
2. Pursuant to the OMB Circulars, generally, overnight travel shall not be eligible for

subsistence reimbursement if travel is within the State. Overnight travel is permitted if such
travel is authorized pursuant to N.J.A.C. 6A:23A-7.11(c), or is a required component of a
grant, donation, or other funding agreement with the district. The specific required
overnight in-State travel event must be detailed in the approved grant, donation, or other
fund acceptance agreement along with the number of employee(s), Board member(s), and
total cost. All reimbursements are subject to these rules unless the funding acceptance
agreement specifies otherwise.
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3. The Commissioner is authorized to grant waivers for overnight travel for school Board
members and school district employees to attend in-State conferences in accordance with
NJ.A.C. 6A:23A-7.11(c). If a waiver is granted by the Commissioner, it shall permit
reimbursement for travel expenses for only those individuals whose home to the convention
commute exceeds fifty miles.

4. Overnight travel within the State shall not be eligible for subsistence reimbursement if travel
is on the day prior to the start of the conference. Reimbursement shall be prohibited for
lodging prior to check-in time for the first day of the event or after check-out time on the
last day of the event.

5. The United States General Services Administration publishes a schedule of Federal per diem
rates in the Federal Register for approved overnight travel by the event location. The latest
Federal per diem rates schedule for lodging, meals, and incidental expenses by location can
be found at www.gsa.gov. The following restrictions apply to allowable per diem
reimbursements.

a. Allowable per diem reimbursement for lodging, meals, and incidentals shall be
actual reasonable costs, not to exceed the Federal per diem rates for the event
location. Registration and conference fees are not subject to the Federal per diem
rate caps. If the event location is not listed, the maximum per diem allowance shall
be $31 for meal/incidental expenses and $60 for lodging, or amounts listed in any
superseding NJOMB circular.

b. Pursuant to N.J.S.A. 18A:11-12(o0), reimbursement for lodging expenses for
overnight travel, out-of-State or in-State as authorized by the Commissioner, may
exceed the Federal per diem rates if the hotel is the site of the convention,
conference, seminar or meeting, and the going rate of the hotel is in excess of
Federal per diem rates.

€)) If the hotel at the site of the current travel event is not available, lodging may
be paid for similar accommodations at a rate not to exceed the hotel rate at
the site of the current event.

2) If there is no hotel at the site of the current travel event (e.g. Atlantic City
Convention Center), then reimbursement for lodging shall not exceed the
Federal per diem rate.

C. If the meal is not part of a one-sum fee for a travel event, reimbursement may be
approved for the full cost of an official convention meal that the employee or Board
member attends, when such meal is scheduled as an integral part of the convention
or conference proceedings.

@)) Receipts shall be submitted in order to obtain reimbursement in such
situations. The amount of the Federal per diem rate for the corresponding
meal shall be deducted from that day’s subsistence allowance.

d. The allowance for a meal or meals, or incidentals shall not be eligible for
reimbursement when included and paid in the registration fee, the cost of lodging or

transportation charge.

e. Receipts shall be required for all hotel and incidental expenses.
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f. In any case in which the total per diem reimbursement is greater than the Federal per
diem rates, the costs shall be considered excessive in the absence of substantial
justification accompanying the travel voucher submitted by the employee or Board
member. In such cases, receipts shall be submitted for all costs including meals.

g. Employees and Board members shall patronize hotels and motels that offer special
rates to government employees unless alternative lodging offers greater cost benefits
or is more advantageous to the conduct of school district business.

h. Actual subsistence expenses shall not be reimbursable if paid by the traveler to a
member of his/her family, to another school district employee, or to a member of the
family of another school district employee.

0. Meal Allowance — Special Conditions — And Allowable Incidental Travel Expenditures

Meals for in-State travel shall not be eligible for reimbursement except as expressly
authorized within N.J.A.C. 6A:23A-7.

Meals during one-day, out-of-State trips required for school business purposes may be
authorized for breakfast, lunch, and/or dinner in an amount permitted by NJOMB. The
Commissioner shall post the most current rates on the Department of Education website for
reference.

Lunch for training sessions and retreats may be authorized for an amount up to $7 per
person only when it is necessary that employees or Board members remain at a site other
than their school district and there are no viable options for lunch at the off-site location.

a. If lunch is included in a one-sum registration fee for the training session, the full
amount is eligible for reimbursement if reasonable.

b. Refreshments for breaks may also be provided at training sessions and retreats held
at a site other than the school district. Providing lunch for staff meetings and in-
service days or for staff that come from other parts of the school district shall not be
permitted (See N.J.A.C. 6A:23A-7.12(d)).

C. In accordance with N.J.S.A. 18A:11-12a(1)(d), employee and Board member retreats
shall be held onsite unless there is no school district site available.

Subsistence expenses for an employee or Board member shall not be allowed at the school
district or within a radius of ten miles thereof, except for meals expressly authorized by and
in accordance with the provisions of Section O of this Policy and N.J.A.C. 6A:23A-7.12.
Non-allowed expenses include, but are not limited to, meals and refreshments for staff
meetings and in-service days.

Reimbursement may be approved for the cost of an official luncheon or dinner, up to $7 and
$10, respectively, that an employee or Board member is authorized to attend, where such a
meal is scheduled as an integral part of an official proceeding or program related to school
district business and the employee's responsibilities.

a. School district business above refers to the management operations of the district and
does not refer to activities that benefit pupils and are part of the instructional
program. Pursuant to N.J.A.C. 6A:23A-5.8(b)(4), all reasonable expenditures
related to district employees that are essential to the conduct of a pupil activity are
permitted.
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6. Regular meetings, special meetings, and work sessions of the Board of Education shall be
limited to light meals and refreshments for all Board members.

The meals may be served to employees who are required to attend the event and
where it is impractical for the employee to commute to and from his or her residence
between the end of the work day and the beginning of the event, or where the
employee is required to remain at the school district to prepare for the event.

The school district shall acquire the light meals and refreshments by the solicitation
of at least three quotes. Quotes may be on a monthly, bi-monthly, quarterly, or
annual basis.

Where the school district’s food service program can prepare comparable meals at a
lower cost, the food service program shall be used.

The average cost per meal shall not exceed $10.

The school district shall purchase or prepare foods that are sufficient to provide each
Board member, dignitary, non-employee speaker, or allowable staff member one
meal. Meals should be carefully ordered to avoid left-over food. Unintended left-
over food should be donated to a charitable shelter or similar facility, if at all
possible.

Allowable incidental travel expenses are defined as those that are essential to transacting
official business.

Charges for telephone calls on official business may be allowed. The voucher must
show the dates on which such calls were made, the points between which each call
was made and the cost per call.

Employees and Board members using their personally-owned telephone for business
may request reimbursement, less Federal Communications Tax. Calls for business
are tax exempt and the telephone company will make allowances for the tax if the
employee or Board member certifies to the telephone company when paying bills for
personally-owned phones that said calls were business calls.

Incidental expenses, when necessarily incurred by the traveler in connection with the
transaction of official business, may be submitted for reimbursement only when the
necessity and nature of the expense are clearly and fully explained on the travel
voucher and the voucher is approved. Travel vouchers shall be supported by receipts
showing the quantity and unit price.

P. Records and Supporting Documentation

All persons authorized to travel on business must keep a memorandum of expenditures
chargeable to the school district, noting each item at the time the expense is incurred,
together with the date incurred.

2. The travel voucher shall be completed by the employee or Board member to document the
details of the travel event. The travel voucher must be signed by the employee or Board
member to certify to the validity of the charges for which reimbursement is sought. The
form must also bear the signatures of approval officials for processing.
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3. Sufficient documentation shall be maintained centrally by the school district to support
payment and approval of the travel voucher.

4. Each person authorized to travel shall submit a brief report that includes the primary
purpose for the travel, the key issues addressed at the event and their relevance to improving
instruction or the operations of the school district. This report shall be submitted prior to
receiving reimbursement.

5. Documentation for requests for travel reimbursement shall show:

a. The dates and individual points of travel, number of miles traveled between such
points, and kind of conveyance used;

b. If the distance traveled between any given points is greater than the usual route
between these points, the reason for the greater distance must be stated,

C. The hours of the normal work day and actual hours worked must be shown when
requesting meal reimbursement for non-overnight travel,

d. Original receipts shall be required for all reimbursable expenses, except for meals
that qualify for per diem allowances and for parking meters;

e. Actual vendor receipts for personal credit card charges shall be attached to
reimbursement requests.  Credit card statements shall not be accepted as
documentation of expenses;

f. Personal charges on a hotel bill shall be deducted and shown on the bill;

g. When lodging is shared jointly, the fact must be stated on the travel voucher;

h. Where travel is not by the most economical, usually-traveled route, the employee or
Board member reimbursement request shall set forth the details of the route, the
expenses actually incurred, the hour of departure, the hour of arrival, and an
explanation for the use of costlier travel arrangements;

1. When travel is authorized in the employee's or Board member’s own automobile on
a mileage basis, the points between which travel was made and the distance traveled
between each place must be shown. A statement as to ownership of the auto or other
conveyance used, as well as a certification that liability insurance is in effect, must
be documented;

] Reimbursement requests must be supported by other receipts as required;

k. The voucher shall be itemized; and

L Reimbursement requests shall be rendered monthly when in excess of $25. Travel
for a single travel event must be reported as soon as possible after the trip.

6. All outstanding travel vouchers for the school year ending June 30 shall be submitted as
soon as possible after June 30 regardless of amount, notwithstanding N.J.A.C. 6A:23A-
7.13(e)(12).

7. Travel mileage reimbursement requests of the just completed school year, that are not
submitted by July 30 or the date approved by the district for the closing of books, whichever
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is earlier, for the just completed school year shall not be approved or paid.

N.J.S.A. 18A:11-12 et seq.
N.J.A.C. 6A:23A-5.9; 6A:23A-7 et seq.

Adopted: 30 June 2009

© 2019 Strauss Esmay Associates, LLP
1886 Hinds Road, Suite 1, Toms River, NJ 08753
ph: (732)255-1500 fax: (732)255-1502
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